MissouriBUYS

Statewide eProcurement System

Edit Company’s Vendor Profile to Add the “Access to Contract

Management” Permission to User(s)
(Updated 7/13/20)

To edit your company’s vendor profile in MissouriBUYS, go to the MissouriBUYS website
(https://missouribuys.mo.gov) and click Login.
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Registration

Enter your established Username and your Password and click Login. MissouriBUYS is powered
by WebProcure, through the state’s partner, Perfect Commerce (a Proactis Company).
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From the Home page, select the User Menu dropdown (located by your name in top right
corner) to add or edit user and organization information. Select My Account.
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The Profile Administration page will display.
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- Enhanced Profile Information
-& Edit Users Select from the menu items on the left, in order to edit your profile.
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Please note that you are responsible for maintaining
this information. Keeping it up to date will ensure that you receive
the proper notices from WebProcure/AirportLink.

Click on the plus sign to expand the Edit Users option and click on the User’s name that you
wish to add the ‘Access to Contract Management’ permission.
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The User’s profile will populate. In the upper right corner, two links are available: Permissions
and Status. Click Permissions.

The user's currently assigned permissions will display. Under Contract Management, check the
box to the left of the Access to Contract Management permission. Click Save to maintain the
change. Repeat to add the permission to other users in your company.
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